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The Legislative Audit Committee
of the Montana State Legislature:

Transmitted herewith are reports on the audit of the following

CETA subgrants awarded to the Human Resources Division of the Department

of Community Affairs:

76-56050
76-56051
76-56052
76-56060
76-56092

These audits were conducted by Ernst and Ernst, CPA's, under a

contract between the firm and our office. The comments and recommen-

dations contained in these reports represent the views of the firm and

not necessarily the Legislative Auditor.

The division's responses to the report recommendations are included

in the back of this report.

Respectfully submitted.

>^.

Morris L. Brusett, CPA
Legislative Auditor
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SUMMARY OF RECOMMENDATIONS

As a separate section in the front of each audit report we include a

listing of all recommendations with a notation as to whether the agency

concurs or does not concur with each recommendation. This listing

serves as a means of suiranarizing the recommendations contained in the

reports and the audited agency's replies thereto and also as a ready

reference to the supporting comments. The full replies of the Human

Resources Division and the Governor's Employment and Training Council

are included in the back of this report.

Page

Subgrant Number 76-56050

That the division adopt a formal plan for the allocation

of its administrative costs to the various subgrants it

administers. ^'

Agency Reply ; Concur. See pages 1 and 3.

That a greater degree of care be exercised in the retention

of supporting invoices and in the allocation of cost

charges. ^^

Agency Reply ; Concur. See page 3.

Subgrant Number 76-56051

That the Human Resources Division improve its monitoring

of agency operations. 12

Agency Reply ; Concur. See page 4.

Subgrant Number 76-56052 and 76-56060

That the division adopt a formal plan for the allocation

of its actual administration costs to the various

subgrants it administers. 16 and 19 of

the respective
reports

Agency Reply ; Concur. See pages 8 and 13.

That the division undertake the necessary steps to improve

its monitoring of the operations of its various agencies. 16 and 19 of

the respective
reports.

Agency Reply ; Concur. See pages 8 and 13.

Subgrant Number 76-56092

No specific recommendations were made, and no written

response was solicited.
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Ernst& Ernst

2700 Seattle-First National Bank BIdg • 1001 Fourth Ave • Seattle, WA 981 54 • Phone 206/622-0610

February 18, 1977

To the Legislative Audit Committee
of the Montana State Legislature:

We have examined the financial and related program records of the CETA Subgrant

number 76-56050 awarded to Human Resources Division - Department of Community

Affairs (Subgrantee) for the period July 1, 1975 to September 30, 1976, including

transactions to the final close out at October 29, 1976. Such transactions

represent expenditures incurred for discharge of cost accruals at September 30,

1976 or amounts due as of that date from various agencies with which the subgrantee

contracted for services.

Except as set forth in the following paragraph regarding administration costs,

our examination was made in accordance with the "Standards for Audit of Govern-

mental Organizations, Programs, Activities and Functions" issued by the Comp-

troller General of the United States, applicable to examinations of financial

operations and reviews of compliance with applicable laws and regulations and

the CETA financial audit guide issued by the U. S. Department of Labor, and

it included tests of the accounting and program records and such other auditing

procedures as we considered necessary in the circumstances.

The subgrant agreement was for $97,500.00 all of which was advanced to the 1

subgrantee. Costs of the subgrantee totaled $94,382.44. Of these costs $44,920.38 '

were incurred at selected locations from which audit samples were drawn. As

discussed in Schedule D-1, administration costs of $19,293.70 charged to the

subgrant include $8,373.70 incurred by agencies with which the subgrantee con-

tracted for services and $10,920.00 charged by the subgrantee for its headquarters

costs. At agency locations selected for audit we determined that those agencies

did not have the details of the basis for allocation of their administration

costs which in the aggregate totaled $4,784.82. Additionally, the subgrantee

had no basis for allocation of its headquarters administration costs. Instead

it charged the subgrant with $10,920.00 for administration which amount was

equal to the amount budgeted. Schedules A, B, and C have been prepared on the

accrual basis of accounting.

E&E

-3-



In our opinion, except for the effects of such adjustments, if any, as might
have been determined to be necessary had we been able to adequately test admini-
stration costs as noted above, Schedules A, B, and C present fairly the financial
information contained therein which relates to the subgrant for the period July 1,

1975 to September 30, 1976, including transactions to the final close out at
October 29, 1976.

The determination as to whether such administration costs will be allowable
or unallowable under the subgrant, will be made by the Department of Labor.

We have also reviewed the areas of Compliance and Internal Control and the find-
ings resulting from our review are presented in Schedule E.

This report is intended for use in connection with the subgrant to which it
refers and should not be used for any other purpose.
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Ernst& Ernst

2700Seattle-F;rst National Bank BIdg . 1001 Fourth Ave • Seattle, WA 981 54 • Phone 206/622-0610

February 17, 1977

To the Legislative Audit Committee
of the Montana State Legislature:

We have examined the financial and related program records of the CETA Subgrant
number 76-56051 awarded to Human Resources Division - Department of Community
Affairs (Subgrantee) for the period July 1, 1975 to September 30, 1976, including
transactions to the final close out at November 1, 1976. Such transactions
represent expenditures incurred for discharge of cost accruals at September 30,

1976 or amounts due as of that date from various agencies with which the subgrantee
contracted for services.

Except as set forth in the following paragraph regarding basis for allocation
of administration costs, our examination was made in accordance with the
"Standards for Audit of Governmental Organizations, Programs, Activities and
Functions" issued by the Comptroller General of the United States, applicable
to examinations of financial operations and reviews of compliance with applicable
laws and regulations and the CETA financial audit guide issued by the U. S.

Department of Labor, and it included tests of the accounting and program records
and such other auditing procedures as we considered necessary in the circumstances.

The subgrant agreement was for $45,500.00 all of which was advanced to the
subgrantee. Costs of the subgrantee totaled $41,221.27. Of these costs
$25,525.54 were for selected locations from which audit samples were drawn.
As discussed in Schedule D-1, administration costs include $4,615.84 incurred
at three agency locations, selected for audit, where we determined that such
agencies did not have the details of the basis for allocation to the subgrant.
In addition. Schedule D-1 shows that administration costs exceeded the 20%
guideline by $1,958.12 and that classification errors were made. Schedules A,

B, and C have been prepared on the accrual basis of accounting.

E&E



In our opinion, except for the effects of such adjustments, if any, as might
have been determined to be necessary had we been able to adequately test

administration costs at the three locations as disscribed in the preceding
paragraph, and except for the $1,958.12 of questioned administration costs
and the classification errors as referred to in the preceding paragraph.
Schedules A, B, and C present fairly the financial informa*:ion contained
therein for the period July 1, 1975 to September 30, 1976, including trans-
actions to the final close out at November 1, 1976.

The determination as to whether questioned costs will be allowable or unallow-
able under the subgrant , will be made by the Department of Labor.

We have also reviewed the areas of Compliance and Internal Control and the

findings resulting from our review are presented in Schedule E.

This report is intended for use in connection with the subgrant to which it

refers and should not be used for any other purpose.
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AUDIT REPORT
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Ernst& Ernst

2700 Seattle-First National Bank BIdg • 1001 Fourth Ave • Seattle, WA 981 54 • Phone 206/622-0610

February 18, 1977

To the Legislative Audit Coiranittee

of the Montana State Legislature:

We have examined the financial and related program records of the CETA subgrant

number 76-56052 awarded to Human Resources Division - Department of Community

Affairs (Subgrantee) for the period September 1, 1975 to June 15, 1976, including
transactions to the date of final close out at October 8, 1976. Such transactions
represent expenditures incurred for discharge of cost accruals at June 15,

1976 or amounts due as of that date from various agencies with which the sub-

grantee contracted for services.

Except as set forth in the following paragraph regarding administration costs,

our examination was made in accordance with the "Standards for Audit of Govern-

mental Organizations, Programs, Activities and Functions" issued by the Comptroller
General of the United States, applicable to examinations of financial operations
and reviews of compliance with applicable laws and regulations and the CETA
financial audit guide issued by the U. S. Department of Labor, and it included
tests of the accounting and program records and such other auditing procedures
as we considered necessary in the circumstances.

The subgrant agreement was for $563,223.82 all of which was advanced to the

subgrantee. Costs of the subgrantee totaled $563,223.82. Of these costs

$373,070.76 were incurred at selected locations from which audit ssmples were
drawn. As described in Schedule D-1, adequate records were not maintained
at certain locations with respect to the allocation of administration overhead.
In addition. Schedule D-1 also shows questioned amounts resulting from errors,
and other deficiencies. Schedules A, B, and C have been prepared on the accrual
basis

.

E&E
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Ernst& Ernst

In our opinion, except for the effects of such adjustments, if any, as might
have been determined to be necessary had we been able to adequately test
administration costs at several locations as described in the preceding para-
graph, and except for the questioned amounts resulting from errors referred
to in the preceding paragraph. Schedules A, B, and C present fairly the financial
information contained therein which relates to the subgrant for the period
September 1, 1975 to June 15, 1976, including transactions to the date of
the final close out at October 8, 1976.

The determination as to whether such costs will be allowable or unallowable
under the subgrant, will be made by the Department of Labor.

We have also reviewed the areas of Compliance and Internal Control and the
findings resulting from our review are presented in Schedule E.

This report is intended for use in connection with the subgrant to which it
refers and should not be used for any other purpose.
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Ernst& Ernst

2700Seattle-F;rst National Bank BIdg • 1001 Fourth Ave • Seattle, WA 981 54 • Phone 206/622-0610

February 18, 1977

To the Legislative Audit Committee
of the Montana State Legislature:

We have examined the financial and related program records of the CETA Subgrant
number 76-56060 awarded to the Human Resources Division - Department of Community
Affairs (Subgrantee) for the period June 1, 1976 to September 30, 1976, including
transactions to the date of final close out at October 29, 1976. Such transactions

represent expenditures incurred for discharge of cost accruals at September 30,
1976 or amounts due as of that date from various agencies with which the subgrantee
contracted for services.

Except as set forth in the following paragraph regarding administration costs,

our examination was made in accordance with the "Standards for Audit of Govern-
mental Organizations, Programs, Activities and Functions" issued by the Comptroller
General of the United States, applicable to examinations of financial operations
and reviews of compliance with applicable laws and regulations and the CETA
financial audit guide issued by the U.S. Department of Labor, and it included
tests of the accounting and program records and such other auditing procedures
as we considered necessary in the circumstances.

The subgrant agreement was for $1,604,752.00 of which $1,599,582.00 was advanced
to the subgrantee. Costs of the subgrantee totaled $1,554,609.22. Of these
costs $1,021,349.99 were incurred at selected locations from which audit samples
were drawn.

As described in Schedule D-1, adequate records were not maintained at certain
locations with respect to the allocation of administration overhead. In addition.
Schedule D-1 also shows questioned amounts resulting from errors, and other
deficiencies. Schedules A, B, and C have been prepared on the accrual basis.

E*^E



Ernst& Ernst

In our opinion, except for the effects of such adjustments, if any, as might
have been determined to be necessary had we been able to adequately test admini-
stration costs at several locations as described in the preceding paragraph,
and except for the questioned amounts resulting from errors referred to in the
preceding paragraph, Schedules A, B, and C present fairly the financial informa-
tion contained therein which relates to the subgrant for the period June 1,

1976 to September 30, 1976, including transactions to the date of final close
out at October 29, 1976.

The determination as to whether such costs will be allowable or unallowable
under the subgrant, will be made by the Department of Labor.

We have also reviewed the areas of Compliance and Internal Control and the
findings resulting from our review are presented in Schedule E.

This report is intended for use in connection with the subgrant to which it
refers and should not be used for any other purpose.
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Ernst &Ernst

2700 Seattle-First National Bank BIdg • 1001 Fourth Ave • Seattle. WA 981 54 • Phone 206/622-0610

February 16, 1977

To the Legislalzive Audit Committee
of the Montana State Legislature:

We have examined the financial and related program records of the CETA subgrant

number 76-56092 awarded to Human Resources Division - Department of Community

Affairs (Subgrantee) for the period June 1, 1976 to September 30, 1976, including

transactions to the final close out at October 21, 1976. Such transactions

represent expenditures incurred for discharge of cost accruals at September 30,

1976 or amounts due as of that date from various agencies with which the subgrantee

contracted for services.

Our examination was made in accordance with the "Standards for Audit of Govern-

ment£il Organizations, Programs, Activities and Functions" issued by the Comp-

troller General of the United States, applicable to examinations of financial

operations and reviews of compliance with applicable laws and regulations and

the CETA financial audit guide issued by the U.S. Department of Labor. It

included tests of the accounting and program records and such other auditing

procedures as we considered necessary in the circumstances.

The subgrant agreement was for $70,000.00 all of which was advanced to the subgran-

tee. Costs of the subgrantee totaled $65,735.63. Of these costs $36,231.74

were selected at one location from which audit samples were drawn. Schedule D

lists no questionable expenditures disclosed by our sample. Schedules A, B,

and C have been prepared on the accrual basis of accounting.

In our opinion, these schedules present fairly the financial information contained

therein which relates to the subgrant for the period June 1, 1976 to September 30,

1976, including transactions to the final close out at October 21, 1976.

We have also revie\v'ed the areas of Compliance and Internal Control and the findings

resulting from our review are presented in Schedule E.

This report is intended for use in connection with the subgrant to which it

refers and should not be used for any other purpose.
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SUBGRANT NUMBER 76-56052

SEPTEMBER 1, 1975 - JUNE 15, 1976 (continued page 4)

C. (continued)

In reviewing enrollee P. Ds personnel file, I find all signatures
present as witnessed by enclosed documentation.

In conclusion, I find the auditors did a very thorough audit with the exception
of the "Audit Report." I find it hard to believe comments on questioned costs
are now being solicited for a program which was operated 9/1/75 - 5/31/76.
District #11 is continually reminded of the importance of being punctual with
reports, files, etc. This should also be required of the Department of Com-
munity Affairs/Human Resource Division, Governor's Employment and Training
Council and CETA, specifically in the area of audits.

Schedule E

Administration Costs

As already stated the Human Resources Division has submitted an Indirect Cost
Allocation to the Department of Labor.

General

On-Site monitoring is now done on a regular basis by the Human Resources Divi-

sion.

-8-
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State of jililmitnna

Office of (Ll|c yjnlicrnor

THOMAS L. JUDGE
GOVERNOR

GOVERNOR'S EMPLOYMENT
& TRAINING C:Ol'NCIE

October 12, 1977

Legislative Audit Committee
Montana State Legislature
Office of the Legislative Auditor
State Capitol
Helena, Montana 59601

Gentlemen:

Enclosed are the audit drafts and response for the Human Resources
Division CETA Fiscal Year 1976 subgrants 76-56050, 76-56051, 76-56060
and 76-56092.

We consider the response satisfactory. Subgrant 76-56092 did not
require a response as there were no questionable costs nor exceptions
noted.

The Human Resources Division has submitted a Cost Allocation Plan,
which we are in the process of reviewing. We are confident that a plan
once approved will eliminate many of the problems brought out in the
audit, especially those relating to the charging of administrative
costs.

Subgrants 76-56050 and 76-56051 were for the Classroom Training and
On-the-Job Training programs. These two programs are no longer operated
by the Human Resources Division.

Sincerely,

BRUCE H. »1MR(55I

Executive Director

Enclosures

of



B€A MONTANA DEPARTMENT OF COMMUNITY AFFAIRS
I

Thomas L. lui

Capitol Station, Helena, Montana 59607 Governor

September 23, 1977

MEMORANDUM

TO: Bruce DeRosier
Gov9ij5fior ' s Employment and Training Council

FROM: Jyfr^Noliyi/Assistant Administrator
jman Re^urces Division

RE: Responses to audit exceptions

Enclosed are the responses to the audit exceptions for Subgrant
Numbers 76-56052, 76-56050, 76-56060, and 76-56051.

If you need further information or have questions, please do not
hesitate to call

.

cct
Enc.

-2-

Haiold A. Frvilie. Director 406/449-3494 "^



SUBGRANT NUMBER 76-56050 - SCHEDULE E - (only)
July 1, 1975 to September 30, 1976

1. The Human Resources Division has submitted an Indirect Cost Allo-
cation Plan to the Department of Labor for approval. When approved,
the Administrative charges will be corrected.

2. The District IX Human Resource Development Council in Bozeman pre-
viously contracted their bookkeeping services to an accounting firm.
This has recently been changed, and an in-house bookkeeper has been
hired. In the future, I am sure, a greater degree of care will be
exercised in the retention of supporting invoices and in the allocation
of cost charges.

-3-



Subgrant 76-56051

D. The Human Resources Division did not take any Administrative money

from this program and at the time did not monitor the program very

well. The over expenditures in the Administration category at the local

level were not realized by the Human Resources Division until the program

was ended. As a result, the Human Resources Division has implemented a

better financial tracking system for all grants. All categories are now

monitored on a monthly basis to insure the expenditure rates are within

CETA guidelines. On site visits are also done more extensively not to

further insure that costs are charged to the proper categories at the time

they occur.

E. The Human Resource Division is now monitoring each program better.

A staff person is assigned to each program and is responsible for the

programmatic and financial aspects. On-site monitoring is done at a

minimum of once each quarter.
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SUBGRANT NUMBER 76-56052

SEPTEMBER 1, 1975 - JUNE 15, 1976

Schedule D-1 (2)

The Human Resources Division has submitted an Indirect Cost Allocation Plan

to the Department of Labor for approval. When this plan is approved, the
Administrative costs will be allocated equally to all programs and this
will be corrected.

Billings - District 7 - Human Resource Development Council

A. The methods for keeping track of Administrative costs in the operation
of the In-School Program will be changed to reflect the exact amount of
time and cost to be charged to Administration.

B. Check #1019 - The monthly salary of $530.00 included income, plus
child support payments. The parent worked only nine months of the pre-

vious year, so a family of five would qualify.

Check #413 - The father had been unemployed and recovering from heart
surgery. He had just returned to work two weeks prior to application.
Accident casualty insurance, etc. are excluded from the annual income
(CETA Instrucation 33-75).

Check #162 - The situation was corrected as soon as discovered.

C. District VII Human Resource Development Council feels they did not draw

down funds too quickly.

Bozeman - District IX - Human Resource Development Council

A. In order to provide adequate time summaries to support allocation of ad-

ministrative and service salaries, a cost accounting procedure has been es-

tablished. The costs in question seem to evolve around the 1/2-time admini-
strator, 1/2-time manpower services position with the In-School program. In

order to get an accurate picture of how the time is spent so that it can be

charged to the right category, the person in question will document, every
half hour, how the time is spent for one month. All tasks will be divided

into administration functions, manpower services functions, and travel time

will be charged to the appropriate function, unless both administration and

manpower services were provided in that travel time, in which case the

travel time will be divided proportionately.

B. In the file for B.A. it was noted that the family income certification
indicated that the annual income was $200.00 over the federal poverty guide-

lines. This was a mistake, which was made by our office in not catching the

fact that this youth did not qualify. The youth is no longer working under

the work experience program, although his living situation has changed and

he is now a ward of the state and does, in fact, qualify.

The mistake made in adding up the hours worked on B.A. 's time card has been

dealt with by double checking the time cards.
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SUBGRANT NUMBER 76-56052
SEPTEMBER 1,1975 - June 15,1976 (continued Page 2)

C. The requisitioning of funds in relation to accumulated expenditures was
only a problem the first few months of this 76-56052 contract because the pro-
gram needed to be set up from scratch, youth located, and income qualified
and appropriate job sites located. This took longer than was expected so
the accumulated costs for enrollee wages was less than v/as originally anti-
cipated. The program now is well known by the youth, low-income families,
and social services agencies and many job sites are available so that pro-
blem has been alleviated.

Butte-Silver Bow Anti-Poverty Council

A. Separate ledger sheets are now maintained by the bookkeeper. The program
administrator's work sheet was available to the auditors, but not requested.

B. The administrative personnel files are maintained in the central office.
No administrative pay raises have been given for the past five years, so
there was no formal support. This has been corrected.

Great Falls - Opportunities, Incorporated

A. Allocation of Administrative Costs:

In the In-School program 1975-76 there was not enough administrative costs
money allocated to pay the director's salary. Therefore 25% of her salary had
to be taken out of Counseling Services.

B. Check #154

Office staff had not taken line #11 as they should have, instead they had
qualified this person under the unemployment section of #7. They (staff)
were told by the director if unemployment entered they picture to qualify the
applicant.

Check #108

The original intake form was left in the file room. The Labor force sta-
tus was or has been checked since the audit. If it was not checked at the
time it was fault of the staff.

C. Fringe Benefits, Namely Workmen's Compensation

When Workmen's Compensation is figured it is done on a pro-rata percentage
method depending on category. We are enclosing worksheets used to determine
allocation of costs for each month questioned:

October '75 75.69 April '76 219.46
November '75 100.24 May '76 270.89
December '75 160.99 June '76 14.76
January '76 115.44 1,378.71
February '76 156.38 Prem. Pep. 56.78
March '76 264.86 1,439.49
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SUBGRANT NUMBER 76-56052

SEPTEMBER 1, 1975 - June 15, 1976(continued page 3)

C. (continued)

*YEC enrol lees are under the second highest category we have. They are

as follows:

8868 - Colleges or Schools $ .24 per $100.00
*9101 - All other .employees $3.13 per $100.00
8810 - Clerical $ .39 per $100.00
8742 - Salesmen $1.31 per $100.00
7380 - Chauffers $4.40 per $100.00

For the period in question the total gross wages paid was $424,361.78 of which

$62,618.18 was YEC Enrollee wages or 14.75% of total wages. The total premiums

due for the same period was $4,270.00 of which YEC enrollees paid $1,378.81

or 32.40% of total premiums. $1,435.49 charged to the 1975-76 In-School Pro-

gram. The total deposit premium charged to YEC In-School was $56.78 which is

only 4.73% of the $1,199.00 total due for the year. We therefore do not feel

that his amount is in any was excessive.

Helena - Rocky Mountain Development Council

A. No absolute determination can realistically be made as to exact time

divided between adminstration and services. The observation of the sponsor

and activities of the director dictated the conclusion that the director's

time was divided approximately equal.

B. Facility cost is predicated on the amount of space necessary to effec-

tively operate the program. Since the sponsor and the lessee are one and

the same. Rocky Mountain Development Council was lacking a party with which

to enter into a formal agreement.

C. In answer to the remaining questions concerning checks numbered 2499,

190, and 856, payroll hours are taken by phone every other Friday. A time

sheet, which should reflect the same hours as did the phone conversation,

is expected by this office on Tuesday. Some time sheets do not reflect

the hours established by the previous phone call; this is due to negligence

on the part of the job site supervisors. Every effort has been made to

recover those time sheets in question. Enclosed are copies of letters

issued to the supervisors in an attempt to communicate the importance of

these time sheets. My staff has also made personal appearances to deal

with the time sheet situation and we are seeking solutions to this problem.

See attached memos concerning time sheets.

Missoula - District XI - Human Resource Development Council

A & B. The agency's administrative flat charge of $2,000.00 should have been

$2,815.00 as reflected in supportive documentation enclosed. The $815.00

difference was costed to District XI 's Community Services Administration funds.

Administrative costs are based on historical sponsorship of Youth Programs.

C. Enrollee L. B, was paid for 18 hours as witnessed by enclosed

documentation. He had worked 18 hours prior to being sent to Miles City by

local courts. Because of his absence, enrollee's signature could not be

obtained. Work Supervisor varified enrollee's time by phone. I have no idea

where the figure of 16 hours even entered the matter.
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SUBGRANT NUMBER 76-56052
SEPTEMBER 1, 1975 - JUNE 15, 1976 (continued page 4)

C. (continued)

In reviewing enrollee P. Dg personnel file, I find all signatures
present as witnessed by enclosed documentation.

In conclusion, I find the auditors did a very thorough audit with the exception
of the "Audit Report." I find it hard to believe comments on questioned costs
are now being solicited for a program which was operated 9/1/75 - 5/31/76.
District #11 is continually reminded of the importance of being punctual with

reports, files, etc. This should also be required of the Department of Com-
munity Affairs/Human Resource Division, Governor's Employment and Training
Council and CETA, specifically in the area of audits.

Schedule E

Administration Costs

As already stated the Human Resources Division has submitted an Indirect Cost
Allocation to the Department of Labor.

General

On-Site monitoring is now done on a regular basis by the Human Resources Divi-

sion.



SUBGRANT NUMBER 76-56060

June 1, 1976 through September 30, 1976

Schedule D-1

1. The Human Resources Division has submitted an Indirect Cost Allocation
Plan to the Department of Labor for approval. When this plan is approved
the Administrative costs will be allocated equally to all programs and this
will be corrected.

Billings - District 7 - Human Resource Development Council

A. The method for keeping track of Administrative costs in the operation
of the Summer Program for Economically Disadvantaged Youth will be changed
to reflect the exact amount of time and costs to be charged to administra-
tion.

Bozeman - District 9 - Human Resource Development Council

A. Enrollee D.S. (ck. 834) and enrollee B.D. (ck. 430) - there is a des-
crepancy between the amount of time shown on the time card and the actual
number of hours for which the enrollee was paid. (61.5 has shown on time
card - enrollee B.D. was paid for 118 hours.) At the time this occurred the
counselor calculating the gross wages owed the enrollees rounded the hours
off to the nearest whole number, this was the only time this mistake was
made and the staff has been informed that rounding the time off to the near-
est whole number is not an accepted practice. Gross pay is calculated on

the actual time shown on the time card.

Enrollee D.P. (ck. 157) - the time card showed 64 hours but the enrollee
was paid for 104 hours. That is a 40 hour discrepancy in hours not accounted
for. During the pay period preceeding enrollee D.P. worked at the Agronomy
Station for 40 hours and then attended the World of Work Program in Helena
the next week. D.P.'s time card for the preceeding pay period reflected only
the time for the World of Work attendance. He was not paid for the 40 hours
he worked at the Agronomy Station the week preceeding his attendance at the

World of Work so that 40 hours was added on to the next pay period. Unfor-

tunately, there was no notation on the time card as to why the 40 hours was
added on. James Lowe, the job site supervisor at the Agronomy Station was

contacted and he varified that enrollee D. P. did, in fact, work 40 hours

preceeding his attendance at the World of Work but since Mr. Lowe did not

have a time card he simply called in the time for D.P. The error here seems

to be in lack of proper documentation of hours actually worked on the time

card. The wages paid to the enrollee is actual and correct.

Enrollee P.E. (ck. #307) was paid for 101 hours but his time card only showed

91 hours actually worked. This was a mistake in adding the total amount of

time worked and the mistake was not caught because the time cards were not

double checked. At the suggestion of the auditor the standard operating pro-

cedures since that time has been that the calculations of hours worked and

wages due are done by one person so that hopefully those kinds of mistakes

in simple addition are alleviated.
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SUBGRANT NUMBER 76-56060

June 1, 1976 through September 30, 1976 (continued)
Page 2

Enrollee S.M. and S.R. (note 1 and note 3) both showed time not paid for the
previous pay periods being added on to the next pay period. The reason the
amount of hours worked the previous pay period were not correct is because
the counselor picked up the time cards before the enrol lees had a chance to
make a complete record of the hours actually worked. There was not adequate
documentation of why these hours were added on although the time actually
worked was varified by both the youth and their job site supervisor over the
telephone. The procedure for handling this kind of situation now is to have
the enrollee and job site supervisor fill out another time card showing the
actual days v/orked and which pay period this represents instead of just add-
ing the time onto the next pay period - a practice which does not provide
proper documentation of the time. The number of hours worked by enroll ees
has been and always will be varified by the job site supervisor either in

person with signatures, or when that is not possible because of distance and
inclement weather, by telephone. Often times enroll ees do not remember that
pay time is coming and fail to have their time cards filled out completely.

Enrollee C.Y. (ck. #319, note 2) - the time card was not properly filled out,
only the total amount of hours were shown, Enrollee C.Y, worked for the City
of West Yellowstone, When payroll time arrived the job site supervisor for
the City of West Yellowstone (Mayor Spainhower) reported the time for the
enrol lees over the telephone and gave only the total number of hours. Pre-
sently, standard procedure, when time is taken over the telephone, a dup-
licate time card is made out in this office showing only the total hours
worked and the original time card is mailed to the HRDC office and stapled
to the duplicate. In the case of CY the original time card was lost by the
City of West Yellowstone, so only the duplicate remains on file,

B. The two duplicate checks that were written to replace checks that were
stolen should have been charged to the Enrollee Wages and fringe category,
but were mistakenly charged to the Administration category. This was a

bookkeeping error. At the time, District IX HRDC contracted with a separate
accounting firm for all bookkeeping. The problem with this is that there
was not direct and immediate feedback concerning the accounts. This pro-
blem was alleviated by District IX HRDC hiring an In-House bookkeeper so that
there is immediate feedback as to which costs should be charged to each
specific category. One of the checks in question was stolen from the
enrol lee's job site, the other was stolen from the enrol lee's home. In both
cases the enrollees involved offered to voluntarily take a lie detector test,
although this was not done. The stolen checks were reported to the police,
who in turn, investigated the situation but found no leads as to who had

stolen the checks. In order to prevent this, the supervisor and/or the youth
(v/homever is receiving the check) must sign for the check. We have not ex-
perienced another stolen check since that time.

Butte-Silver Bow Anti -Poverty Council

A. First of all for the summer program, this refers to Fl H of Dillon,
M "s step-father is over the income guidelines, but after talking to the
school principal and the counselor, I decided to check with the Human Resources
office. I was told to get written documentation that this boy was in a spe-
cial situation, and if this documentation was obtained and sent to your office,
to go ahead and allow him to work in the program. Enclosed find copies of two
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SUBGRANT NUMBER 76-56060
June 1, 1976 through September 30, 1976 (continued)
Page 3

letters which were sent to the office in Helena. (Incidently, M. H.

is still working in our program in Dillon, and he is doing a good job.)

The Administrative personnel files are maintained in the central office.
No administrative pay raises have been given for the past five years, so
there was no formal support. This has been corrected.

Great Falls Opportunities, Incorporated

A. This was apparently a clerical error and we try not to let this happen.
We shall be more careful in the future.

Rent to $750.00 For SPEDY Program

Opportunities, Inc. pays $1,200.00 to the Deaconess Medical Center for
utilities each month, the space itself is donated. YEC occupies the entire
first floor with the exception of one (1) room. Based on 20?^ of the total
building, which consists of four (4) floors it pro rates to $240.00 per
month. During the In-School program there are no funds available for util-
ities or space costs. Due to the fact that Opportunities, Inc. CSA Grant
funds pay all the utilities for the remaining nine (9) months we do not
feel $75.00 per month is excessive.

Purchase of Equipment

A police report was sent to the State of Montana listing the theft of equip-
ment which included a typewriter and a calculator belonging to YEC. This
theft was in May and the large SPEDY was about to begin. It would be quite
difficult to operate that on any other program without the equipment. There-
fore we feel the purchase was indeed justified.

The Purchase of Royal Manual Typewriter

As our District includes six (6) counties we opened an office in Conrad which
is more centrally located than Great Falls. We have a youth counselor housed
in that office and therefore there was a need for equipment which included
a typewriter. This typewriter was budgeted for and the budget was approved
by the Department of Community Affairs, to come out of SPEDY administrative
costs.

B. Check ^1^2685

E worked for YEC at Adams Creek Thinning Crew. The crew would leave on

a Tuesday morning and return to Great Falls ten (10) days later on a Thurs-
day. Every other pay day they would receive one extra day on their checks.

This was approved verbally by John Allen. This information was received by

Darlene Gustovich former director of Youth Employment Corps.

Check #2617

Instructions were given to staff to take #11 on the application to use for
income for the family. Yearly income for the family was $4,000.00. CSA
Poverty Guidelines allowed $4,600.00 for a family of three (3) members.
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SUBGRANT NUMBER 76-56060
June 1, 1976 through September 30, 1976 (continued)
Page 4

Check #2199

In computing income line #6 was multiplied by twelve (12) rather than taking
line number eleven (11) as what should have been done. K was taken off
the program when error was discovered.

Check #2206

M- was mistakenly put on the program due to a clerical error in computing
income. He was taken off the program immediately when the error was detected.

Check #2212

J 's family income for the last twelve (12) months was $3,000.00. CSA
Guidelines for a family of seven (7) was $8,200.00. On the application it
should be noted the heads of household were unemployed for three (3) months
out of the last twelve (12) months. Family was definitely within the guide-
lines.

Helena - Rocky Mountain Development Council

A. Administration Costs

The costs of services for the facility is allocated on the basis of the amount
of area used in the operation of the program. RMDC leases space from the City
on a square foot basis. Each program pays the exact square foot costs that
RMDC is charged for the space the program occupies.

The costs of bookkeeping services is $65.00 per month for each of the programs
operated by the sponsor. A new contract is now in effect between RMDC and
Associated Management Service.

B. Check #2158

Corey was enrolled June 18, 1976. Several days prior to that time, C 's

mother, who was the sole support of the family, received a back injury which
prohibited her from working. When C was enrolled, the family had no in-

come. Since then Mrs. H. has been unemployed and living on ADC.

Check #2822

A. R was enrolled 6-7-76. At her time of enrollment, her father was
receiving fixed term Workers' Compensation payments. This is listed as an

exclusion in the Federal regulations, received through Montana CETA Instruc-
tion #21-77 dated 7-6-77. The appropriate section is on page 5, number 2

under "Exclusions from Family Income - General", subsection vii - Fixed
Term Workers' Compensation Awards. At the present time, A 's father is

in the Veterans' Hospital.

A 's time sheet is not on file. However, the hours she received pay for
were earned. Payroll is taken on every other Friday by phone. The time
sheet is expected in this office by mail on the following Monday. The job
site supervisor failed to comply with this regulation. Special efforts were
made to recover the necessary time sheet; however, the job site supervisor
failed to comply with our requests.
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SUBGRANT NUMBER 76-55060
June 1, 1976 through September 30, 1976 (continued)
Page 5

C. Staff personnel were paid at the rate mutually agreed upon at the time
the SPEDY Program started. The director was cognizant of the hours worked
by each employee and made the entries directly on the payroll sheet.

The insurance policy was taken out on the advice and consent of the Depart-
ment of Community Affairs. The difference in costs between a full or partial
year was negligible and since the far greater expense is experienced during
the SPEDY portion of the youth employment programs and no In-School funds
were available at the policy anniversary, it indicated good fiscal judgement
to purchase an annual policy. The policy in question covers only Neighbor-
hood Youth Corps. In-School and SPEDY.

Missoula District XI Human Resource Development Council

A. & B. Missoula District XI Human Resource Development Council, page 16,
Number 76-56060, 6/1/76 - 9/30/76.

1 . Questioned Costs.

Staff salaries have historically been split between Manpower
Services and Administration. Until such time when staff are not
required to provide administrative services, this is in accordance
with CETA regulations.

The flat charge of $1,500.00 for overhead was reimbursement to
District XI HRDC for accounting cost incurred during program period.
You will note the actual cost to District XI exceeded reimbursements
by $1,100.00 as witnessed by enclosed documentation.

C. Enrollee C ' T 's personnel file revealed the following as witnessed
by accompanying documentation. Enrol lee's application for registration listed
income as Social Security and income was also reflected on the CETA Client
Intake Information form.

D. The service of the CPA firm has been discontinued and all forms and docu-
ments are appropriately within agency files as per recommended.

Schedule E

Administration Costs

As already stated the Human Resources Division has submitted an Indirect Cost
Allocation to the Department of Labor.

General

On-site monitoring is now done on a regular basis by the Human Resources Divi-

sion.
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RMDC I'lihlii Coiiinujnilv A( lion .mcncv spr\iriK Broadwater, jcMcrMin and 1 owis and ("lark C(ltll,||.•^

\> ('; l5ox 7LM • 201 South Last Champ (Aiich • Helena, Montana .VJfitM (40t,i •;4. I
.;

Coiiniil /'ro^r.ims include Head Start • VISTA • (. omnninity Action • Hi-leri\ .'r-;

Alliance • Fdmily fiannmi^ • Youth Conservation Corps • Sf'fDV • in S(ho:i/ > .;•

Program* RSVP • Senior Center • Area IV Council or. A^in^ • / osfcr Crandi-.tui-i

• Daily Dinner Chih

December 29, 1975

TO

FR

RE

ALL NYC ENROLLEES

JEANNINE BROWN, DIRECTOR

NYC PAYROLL POLICY

**********************************

I am writing to inform you that it is your resocnsibility to see that
a time sheet is turned in for the hours you worked in any two week period.

If I do not receive the time sheet, I am unable to give you your check.

Help your suoervisor to remember that a tine sheet should be sent to my

office every two weeks. Don't be penalized for failing to sent the sheet
in. The only one who suffers is you .

If you have any questions regardino this policy, please feel free to

contact me at 44^-1552.

Tank You,

%
J^nine Brown, Director
Neighborhood Youth Corps
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•
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r \

t' () Rov rjl • Jin Siulti I .jst Cliaocf Gulch • H.-U-n,!. Mf.nl.jn,: .')(,(i1 • i.m,.,.\;-

I ouncil Pro^Tjn/s tn.-lude Head Start • VI^IA • tommunilY Acl/nr, • / /i-;,;,,- ;, '
;

Mluincc • Famil\ Plar,nln^[ m \oiith Con'>ervation Corps • SF'I DY • In '^fh„(>: w •>

I'roi^r.nu • RSKI> m Senior ( Crifcr • Area IV duinc.l on A).:/n^: • / -)sf, y (,.,n^:f,.,n-n-
•Dd//y Dinner ( \iib

'Jeceril:cr S, l')7j

TO: ALL IVC. .TOH '^Tn.S

'ir. : :;yc pa":^"it,[, policy

A * i< -k •.'t -.V A A * -.V y: * >V :V -/c A A A- -.'c A * A * A * * A A A X A A

It lias been ,ry finding, that all the time sheets needed for a complete

file on. t'.ic enrollee liad not fiecn fulfilled.

In the fiit'ir. , al_i^ f'ine siieets nust be on my desk by the folla.;I,i)'. Tutr.i'.'.

,

after payro i 1 :ia> l,ccn tiiLi'.Ti by phone. If this request is not met, ilie p.r

cb.ecLs caiuiot be delivered.

Please do no: p':Miali,'';e your enrollee !.>y failing to conforn witb '''' .le.^ri.s

jT this office. I dn not believe this request is unfair. At any work sit.

.'. tiine she-^;; i*^ rjriuired.

Lf aso feel 'nc to contact me at 4-'i<!- I '3 3;',

Thank yon,

(
_ IMUUiu rMh/r\

Jeuihninc Hrown
:r/V nir.-'ctor

-15-



RMDC I'ulilh I'oiimuinity A( tion >inen< y sfrvini; nrii,idv..il<'r, )ftl<'rsi)n ,iiul I I'wis .ind Cl.irk ((uiiilu--

V () Box 7J1 • J01 Snith I r\st Chanif (,ul(h • Helpn.i, Monl.tna S96()1 • I -JO*)) ",42 "/'>:

(Oijncil Program', include Head SfaM • V7S7/\ • Commumtv Action • Helena Intl.j::

Alliance • f amily Planning; • Youth C(jn>ervaf/on C orp^ m SPtDY • In Sch'iol youih

Propr.im • KSVP • Sen/or Center •Area IV Council on A^ing • FCtcr Cranclrxrrn:;

• Dath Dinner Club

Uecember 31, 1975

Dear Project Suoervisors,

On December 29, 1975 a memo was sent from this office requesting all

job site supervisors to insure that all time sheets of NYC enrol lees
be submitted to this office in a timely manner.

There has been some misunderstanding as to the effect any action taken
for non-compliance of thic request would have on the MYC enrollees.
To clarify this situation, please understand, the enrol lee will not
be penalized in any fashion either through loss of working hours or
through failure to receive his or her check. The enrollee will simply
be moved to an alternate job site until such time as his or her for-

mer job site comnlies with the request for the timely submission of the

enrol lee's time sheets.

I hope this clears uo any misunderstandino that may have arisen.
you for your time. a

Thank

Sincerely,

'je'ie Lauwer
L> :cu:iv9 i3i rector

GL/ae
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July 22, 1977

To; Ml Site Supervisors

Vu I''
Fr: ,'uejinnine Brown, Neighborhood Youth Corp Director

Re :; Time Sheets

Please note that all time sheets must be properly completed aund returned to

this office no later than Tuesday after payroll has been taken.
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